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Accountants, Computer Utilization for, Terry J. Kimes 
Accountants, The Social Debt of Government, Harry Levine 
Accountants To Speak Out, It’s Time for Railroad, 

I MD De hos. ck canyacncsscnctovasasecensanessatenan Jan., 
Administrative Management as a Key to Profitability, John Herb Jan., 
AMS Annual Conference in Montreal 
Art for Offices 


Bank Automation Improves Service to Customers, 
Robert L. Kemper 
Binders, Computer Print-Out 
Budgeting, More Sophistication in Business, Robert A. Mocella .. Jan., 
Building from the Inside Out, Planning the Office, 
Lawrence Lerner 
Building Supports Urban Redevelopment, GTE’s New Office, 
William M. Hogan 
Building, The Mormons’ New Office 
Building the Office Environment, Albert I. Rubenstein 


Calculator Manufacturers’ Quality Recognition Program, Japanese June, 
Calculator Terms, A Glossary of Electronic 

Calculator, The Programable, How It Works and What It Can Do .. 
Calculators for Everybody 

“alculators, Programable 

Calculators, Users’ Guide to Electronic 

Carpeting the Office, Theodore J. Wirth 

Certification for Data Processing Practitioners, 

SINE OI BME INE 5 aria ire Sain hauls k bd een ae kee Jan., 
Change Still Faces Ail of Us, The Challenge of, Richard D. Arnott Jan., 
Chicago Business Show and Seminar 
COM, CBS Prefers Off-Line 
Computerized Accounting and Microfiche Improve T&l Service 

at Chemical Bank 
Computer Buyers’ Checklist, Business 
Computer Conference and Exposition in Chicago, National 
Computer Improves Wholesaler’s Operation, Business 
Computer Service Industry’s 38th Year, The, Robert W. Olsen .. 
Computers, Experience of Users with Business (Mini) 

Consultants Help You Get That Competitive Edge, 

Douglas B. Hoyt 
Control Boards 
Control Board Vitalizes Sales Incentive Program 
Copiers and 70 Offset Duplicators? How Do You Manage 1300, 

Norman T. MacDonald 
Copiers, Saves with Fewer Convenience 
Copiers, Why We Lease Our, Harry L. Kaup & Paul R. Lang ... 
Copying Costs, Balancing Centralization and Decentralization to 


Copying Equipment, Users’ Guide to 

Copying Equipment, Why Western Airlines Standardized Its, 
Peter R. Acara 

Copying Function, Managing Your, Richard E. Hanson 

Copying Machine Toners and Developers 

Credit Authority, The Minivoice of, Steven Burton 

Credit Management, Gaining New Markets through, 
Kenneth H. Knox 

Criminal Justice System, We Need to Improve Our, 
Richard F. Cross 


Data Processing Decisions, Apply Your Experience to, 
George Glaser 

Data Processing, Expanding the Use of, Harry G. Nellen 

Dictating Machines, Users’ Guide to 

Dictating System, Bank’s Versatile 

Dictation for Word Processing, Remote, Keisuke Nakazawa 

Dictation Turnaround Time Cut in Half 

DPMA Conference in Minneapolis 


Editing Typing Systems, Users’ Guide to Automatic 
Employee Job Attitudes, Insurance Industry Surveys, 
George F. O’Leary 
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Employees’ Changing Life-Styles, Consider Your, Wilson L. Nicoll Jan., 68 
Employee Relations, Right or Wrong in .... Jan., 168; Feb., 111; Mar., 129; 
Apr., 49; May 57; June, 113 
Envelopes Save Postage Dollars Feb., 147 
Europe’s Machine Industry, International Relations of, 
Boris v. Skadowsky 


Fiche Improves Title Files 

File Indexing, Color Coded, Parker S. Quillen 

File Integrity Problem, Insurance Company Solves Its 

File Saves Money for Airline, Rotary Supplies 

Files, Lataral 

Filing Advice for Smaller Offices, Jack Stewart 

Forms During the Paper Shortage, How to Order, Don E. Hunt Sr. Apr., 

Forms, Some Bad News and Some Good News About, 
Arthur P. Meissner 

Forms Would Help Business, Consolidation of Government, 
Julian D. Sewell 

French Importers are Specialists, Jacques Chauvin 


GBC Products, Stationers Carry 
Graphic Communications, New Technologies for, 
Raymond R. Hellman 


Humanity, the Time-Crunch and the Computer, James P. Sutton Jan., 


Information Overland, Coping with the, Martin K. Starr 
Innovation, Profiting with Managed, Warren G. Orr 
In-Plant Management Conference, Annual 
Internal Auditor is Management’s Eyes and Ears, Howard L. Aikin Jan., 
International Office Equipment Standards, Need for 
R. I. T. Falkner 
Inventory Control, Car Parts Distributor Uses Electronic 


Japan’s Office Machine Production, The Trend of, 
Shin-Ichi Miyoshi 


Laser COM System, 3M Co. Introduces 
Lateral Files 

Letter Perfect, Glenn Kerfoot 
Lighting a Modern Office Building 
Light Offices, A New Way to 


Management Climate for Fruitful Administration, The, 

George R. Babigian 
Microfiche, Utility Keeps Customer Billing Records on, 

Larry B. Hartman 
Microfilm Conference in Boston, National 
Microfilm Equipment, Servicing Customers’ 
Microfilm, How to Know When to Switch to, John E. Rymer .... 
Microfilm Operations, Setting Responsibility for, Gloria Wilkes... 
Microfilm System, Designing a, Charles R. Blunt 
Microfilm System, NAPA’s, Charles P. Pitts 
Microfilm, U.S. Army Plans Wider Use of, Col. Leonard S. Lee.. May, 
Micrographics, Personnel Can Learn More About, 

Dr. Lee G. Burchinal 
Minicomputer, All Records on a 
Minicomputer Solved Problems for a Small City, Victor F. Smith June, 
Minicomputer, Trucker Has Better Odds for Success with a 
Minicomputers, Office Machine Dealers Sell 
Minis, Learn More About the 
MIS Can Stem the Flood of Paperwork, Gerald M. Hoffman .... 
Motivate Others to Get the Work Done, Donald H. Lyons 


NOPA Spring Convention and Show in Los Angeles 


Offices Ready for Work 

Offset Duplicators? How Do You Manage 1300 Copiers and 70, 
Norman T. MacDonald 

Paper Reduction Program, Organize a Formal, Mayford L. Roark Jan., 
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Paperwork Complex, A Policy for Your, 
R. F. Weaver & Dr. Ben Graham 
Paperwork, Understand Its Scope, To Cope With, 
Harold J. Koenig 
Payroll, Controller Himself Handles Shoe Manufacturer’s 
People, Putting a Value Figure on the Corporation’s, 
Robert G. Chapman 
Planning, Implementation, Evaluation, The Fundamentals:, 
Frank D. Stanton 
Postage Costs, Holding the Line on 
Productivity Is Something That Should be Audited, 
Hon. John H. Kelly 
Productivity Program, A Municipality’s, John M. Urie 
Purchasing Efficiency, Contracting As a Way to, 
eG I OS ios kien ve cena eeeed coeasbetecatenes’ Jan., 
Purchasing Operations, Applying the Computer to, 
Homer A. Foerster 
Purchasing, The Advantages of Single-Source, 
Richard H. Sheppard 


Readers’ Forum, 1974 Annual 
Records Are a Resource, Not a Problem Subject, 
Gerald F. Brown 


Say, “Yes,” When You are Asked to Serve, 
Dr. Bruce I. Blackstone 
Secretaries, We Need No, Robert A. Shiff 
Service Bureau, On-Line with a, Gene Shelton 
Service, Not Our Computers, Glorify Our, Verne H. Tanner Jr. .. 
Suburbia, Executives Can Work Longer in 
Systems Analysis May Solve Society’s Problems, 
PUNT ee IS gcc onc covucceessessseceeecWreesubeusun Jan., 


Temporary Help Services Save the Employers’ Money, 
Richard P. Essey 
Townhouse Business Offices 
Typed Automatically, How Proposals Are, James Schulz ........ Feb., 


Word Processing and Administrative Support Week 
Word Processing at GE Credit Corp. 
Word Processing Career Paths, Randy J. Goldfield .............. Apr., 
Word Processing Center, Mixing Mediz in a, Randy J. Goldfield .. Mar, 
Word Processing for Computer Program Documentation, 

Bank Uses 
Word Processing Hush and Rush Work, Randy J. Goldfield 
Word Processing Implementation, Donald L. Clingenpeel 
Word Processing Media, Randy J. Goldfield 
Word Processing, Order Writing is, Donald A. Schomer 
Word Processing Supervisor, Choosing a, Randy J. Goldfield ... 
Word Processing Syntopican II in Atlanta, June 26-28 
Word Processing Techniques, The Rapid Rise of, J. R. Little .... Jan, 
Word Processing, Three Years’ Experience with, William M. Hogan Feb., 
Word Processing Training, The Essentials of, Charles E. Shantz .. Feb., 


Index to New Products, January-June 1974 


ASH RECEIVERS 
McDonald Products Corp. Ap 
Rubbermaid Commercial Products an 


ADDRESSING EQUIPMENT 
Scriptomatic, Inc. 


AIR DEFLECTOR 
Deflect-O Corp. 


BINDERS 


Acco International, Inc. May, 
Amberg Div. : May, 
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June, 


June, 


160 
158 


132 


136 


American Loose Leaf Corp. May, 
American Thermoplastic Co. May, 


Curtis 1000, Inc. .. , 
General Binding Corp. 


Robert P. Gillotte & Co. .. 

Hamilton Sorter Co. 

Master-Craft Corp 

McBee Loose Leaf Binder Products 
oeaeh 125; May, 

Oxford Pendaflex Corp. 

Red Rope Industries, Inc. 

Systems Mfg. Corp. 

National Blank Book Co. 

Tab Products Co. . ; 

Vulcan Binder & Cover . ee , 

Wilson Jones Co. .Jan., 180; 

Wright Line Div. hive Meatae Ge 


Bankers Box Records Storage a 
ay, 


Coast Book Cover Co. May, 
Boorum & Pease Co. Jan., 181; May, 
Burroughs Business Forms & ones ~~ 


Cesco Systems 
Colad, Inc. 
Compu-Binder, Inc. 
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BINDING EQUIPMENT 

Cummins-Allison Corp. Feb., 140 
General Binding Corp. Feb., 126 
Michael Business Machines Corp. .May, 114 
NSC Internationa! Corp. Feb., 


CALCULATORS 
APF Electronics, Inc. Mar., 136; her.. 
Bohn Rex-Rotary Div. Mar., 
Burroughs Corp. June, 
Canon USA, Inc. Jan., 203; Feb., 
Mar, 140; June, 2 
Casio, Inc Jan., 192; Feb., 130; June, 
Computer Design Corp. June, 
Corvus Corp Apr.., 
Eldorado Electrodata Corp. May, 
Facit-Addo, inc. Jan., 209; June, 
Georgia International Calculator, inc. 
May, 
G. W. Industries, Inc. June, 
Hermes Products, Inc. June, 
Hewlett-Packard Co. Feb., 
Mar., 160; June, 91, 
C. Itoh Electronics, Inc. May, 
Leisurecraft Products, Ltd. Feb., 
Micro Instrumentation & Telemetry 
Systems, Inc. June, 
Miida Electronics, Inc. June, 
Monroe Div., Litton industries Jan., 188; 
May, 144; June, 91 
NCR Corp. 


NS Electronics Div. Mar., 
Olivetti Corp. of America. 
Olympia USA, Inc 
Panasonic 
RBM-Titan Corp. May, 
Ricoh of America, inc Jan., 184; Feb., 
SCM Corp. Jan., 200; Feb., 143; June, 94 
Sharp Electronics Corp Jan., 194; 
Feb., 140. ‘Mar., 138; June, 97 
Singer Business Machines Div. Mar., 148 
Sumlock Comptometer, Ltd. June. 
Summit International Corp. Mar., 
Tektronix, Inc. _ 
Texas Instruments, Inc Ja 
Mar., 154; Apr. 
J 


Apr., 142; May, 

Unicom Systems Apr., 

Unitrex of America, Inc Feb., 
Victor Comptometer Corp Jan.,182; 
Feb., 138; Apr., 146; June, 97 
Wang Laboratories, Inc June, 98 


CALENDARS 
Columbian Art Works, Inc. June, 146 


CARPET 
Carpets International-Georgia, Inc. Jan., 205 


CASH REGISTERS 
TEC America, inc May, 162 


CHAIR MATS 
National Blank Book Co Apr., 142 


CHAIRS 

Cosco Business Furniture, Inc. Jan., 196 
Cramer industries, Inc. Feb., 128 
Harter Corp. Apr., 151 
Jansko, Inc. Mar., 161 


CHECKSIGNERS 
Martin Yale Business Machines May, 146 


CHECKWRITERS 
Ultra Industries, inc Apr., 154 


CLEANERS 
Direct Image Corp. June, 138 
Professional Equipment Co. Jan., 201 


CLOCKS 
McDonald Products Corp. May, 154 
Seth Thomas Div. Jan., 195 


COLLATORS 

Challenge Machinery Co. 

Michael Business Machines Corp. 
NSC International Corp. 
Swingline Office Products Div. June, 123 


COMPUTERS, ELECTRONIC 
Computer Design Corp. May, 127 
Honeywell Information Systems . June, 103 
National Cash Register Co. . 119 
Nixdorf Computer, Inc. 
Qantel Corp. 

Sierra Data Systems, inc. 
Sperry Univac Div. 

Texas Instruments, Inc. 


CONVEYORS 
Novak Co. Jan., 
Sedgewick Machine Works, Inc. 


CONTROL BOARDS 
Acme Visible Records, Inc. . 96 


Toshiba America, Inc. 


June, 132 


june. 103 


185; Feb., 130 
May, 142 


American ae oe 

American Pad & Paper Co. - 96 

Caddylack Systems, Inc. . 96 

Foxcharts, Inc Feb., 97 

International Data Control Systems Corp. 
Feb., 97 


international Patterns, Inc. .. lo 
Robert P. Gillotte & Co. he 
Graphic Systems ‘ 
Graphicraft 

MagnaPlan Corp. 
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Magna Space Planner Co. .. , 
Magnatag Products ... .Jan., 206; 
Magna Visual, Inc. ... .Feb., 102; 
Magnetic Aids, In . 
Methods Research Corp. ‘Feb., 104; 
Modulex, Inc. Feb., 
Multiplex Display Fixture Co. 

PMS International, inc. 
Professional Aids Co. 

Pryor Charting Products, inc. 
Regal & Wade Mfg. Co. 

Rol-a-chart 

T. P. Visual Information Systems, 


Ulitradex 
Visual Control Associates 
Wright Line, Inc. 


COPYHOLDERS 
Bankers Box 
Edanbob Corp. 


COPYING DEVELOPERS & TONERS 

Apex Chemical Research & Development 
Corp. Jan., 

Memorex Mar., 


COPYING MACHINE CONTROLS 
Dampp-Chaser Electronics, Inc. . June, 144 
Design America Corp. Apr., 156 


COPYING eran 

Apr., 141 

Feb., 143 
FNG Reprographic Equipment Leasing, inc. 

Apr., 150 
GAF Corp. Mar., 137 
ICP Div., Oce Industries, Inc. Mar., 136 
International Business Machines Corp. 

. 190 

3M Co. Jan., 184 


Teledyne Rotolite me 325 
Toshibo America, Inc. 122 
Van Dyk Research Corp. 

Welcor, Inc. 

Xerox Corp. 


DATA PROCESSING, AUTOMATIC 
(Also see Computers, Teleprinters) 
Ann Arbor Terminals, Inc. 

BASF Systems 

Beei.ak Plastics 

Bendix Computer Graphics 
Computer Design, Inc. 
Cummins-Allison Corp. 

Datapoint Corp. 

Dataproducts Corp. 

Digital Equipment Corp. 

Graphic Products Corp. 

GTE Information Systems, Inc. 
Grubic Associates 

Harris Communication Systems, 


Hycom, Inc. 

Information Terminals, Inc. 
Intel Memory Systems Div. 
intronex 

Kybe Corp. 

Leasco Response, Inc. 
LMC Data, Inc. 
Lundy-Farrington Div. 
Mega Products Corp. 
Memorex Corp. 
ee Corp. 


Mohawk Data Sciences Corp. 


Mylee Di a Sciences, Inc. 
Nashua 

National Cash Register Co. 
North Electric Co. 

Ontel Corp. 

Optical Scanning Corp. 

Philips Business Systems, Inc. 
Plastic Ree! Corp. of America 
Portage 

Potter Data Systems, Inc. 
Redactron Corp. 

Singer Business Machines Div. 
Standard Register Co. 
Techtran Industries, Inc. 

Texas Instruments, Inc. 
Texwipe Co. 

Uchida Yoko Co., Ltd. 

Wang Laboratories, Inc. May, 133; 
Wright Line Div. 


vy ACCESSORIES 


May 
Rubbermaid Commercial Products, _- 

an., 
Smith Metal Arts Co. Jan., 


DESK RACKS & TRAYS 
Kwik-File, inc. Feb., 136; June, 
Sengbusch Self-Closing inkstand ~, 


DESKS 

Chromcraft Corp. 

Cramer industries, inc. 
Deico Associates, Inc. 
Kwik-File, Inc. 

Office Suites, Inc. 

Tiffany Stand & Furniture Co. 


DICTATING MACHINES 
Audiotronics Corp. 
Dictaphone Corp. 
Hermes Products, Inc. 
Lanier Business Products 


Memocord, 

3M Co. 

Philips. Business Systems, Inc. 
Sony Corp. of America ... " 


DISPLAY EQUIPMENT 

Arlington Aluminum Co. ..Ma 

Claridge Products & Equipment, Ine. 
une, 

Multipiex Display Fixture Co. Mar., 


DOLLIES 
S & G Enterprises, Inc. Feb., 


DRAFTING & DRAWING SUPPLIES 

Fillers for Publications ; une, 
RapiDesign, Inc. Mar., 
Saga, Inc. 7 ee Feb., 


DRAIN CLEANER 
Randustrial Corp. : Mar., 


we ow, SUPPLIES 

B. Dick Co. June, 
Direct ae Corp. Apr., 
Gemini Products, Ltd. . Mar., 


DUPLICATORS, SPIRIT 
Standard Duplicating Machines Corp. 
Apr., 140; June, 


DUPLICATORS, OFFSET 
A. B. Dick Co. . .May, 


EASELS 

American Pad & Paper Co. May, 

Claridge Products & Equipment, a 
pr., 


FILE FOLDER MACHINE 
Condes Corp. 


FILES 

Acme Visible Records, Inc. 

All-Steel, Inc. 

Aurora Steel Products 

Automated Storage Systems Div. 

Boorum & Pease 

Borroughs Div. 

Browne-Morse Co. 

Corrugated Packaging Warehouse 

Delco Associates, Inc. 

Devoke Co. 

Dexion, Inc. 

Dolin Metal Products, Inc. 

Eldon Office Products Div. 

Filing Work Stations, Inc. 

GF Business Equipment, Inc. 

Robert P. Gillotte Co. 

Harbor Universal, Inc. 

Haskeli of 4 wer Inc. 

Hauserman, Inc. ass 

Hon Co. Ma 

Information & Business Systems, .- 
an., 

interRoyal Corp. 

Interstate Industries, Inc. 

Invincible Metal Furniture Co. 

Jefsteel Business Equipment Corp. May, 

Kwik-File 

Lundia, Myers Industries, Inc. 

Lyon Metal Products, Inc. 


Meridian, Inc. 

Methods Research Corp. 

Modern Partitions, Inc. 

Murphy-Miller, Inc. 

Ordibei Collators, Inc. 

Oxford Pendaflex Corp. 

Pacific Diversified Products, Inc. 

Plan Hold Corp. Jan., 

Product Innovations, Inc. 

R-Way Furniture Co. 

Shaw-Walker 

SpaceSaver Corp. 

Steeicase, Inc. 

ee Ei t & Syst Cc — 
upreme uipmen stems Corp. 
» " st ., 142; May, 

Systems Mfg. Corp. ‘ ay, 

Tab Products Co. Apr., 129; May, 

Tennsco Corp. , ..May, 10. 

Virginia Metal Products .. 

Vue-Fax, Inc. 

White Machine Co. 

Winsted Corp. 

Yasutomo & Co. 


FILING SUPPLIES 

Forbes Products Corp. 

Shaw-Walker ............ . pr. 
SFI, Inc. Feb., 126; Apr., 
Tab Products Co. Jan., 193; Feb 


FLOOR MATS 
Crown Industries Mar., 
Recora Co. ; June, 


FLOOR PATCH 
Randustrial Corp. ...June, 


Syreoe MACHINES 
& M Machinery, Inc. . .June, 


FORMS 

Devoke Co. ae May, 154 

Moore Business Forms, Inc .. Feb., 122; 
June, 106 

Rediform Office Products ...Jan., 200 
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FORMS HANDLING E —~ gepeendl 
Advanced Terminals, inc. .. 
Dymo Business a Inc. | 
Uarco, Inc. ; 


GUMMED TAPE sae 
Better Packages, Inc. ... 


IDENTIFICATION as 
Spectronics Corp. 


INTERCOMS & PAGING SYSTEMS 
Bogen Div., Lear Siegler, Inc. 


KEY CONTROL SYSTEMS 
Ke-Master .. 


LABELING MACHINES & TAPES 
Dymo Products Co. 
General Tape Corp. 


M Co. 
Nikor Sales Co. 


LAMINATORS 
Laminex, Inc. 


LAYOUT SCALE MODELS 
Visual Industrial Products, Inc. 


LIGHT BULBS 
Duro-Test Corp. 


LOCKS FOR DOORS 
identimation Corp. 
Rusco Electronic Systems 


LOCKS FOR MACHINES 
CRD-Corde Locking Systems 


MACHINE STANDS 
Cramer Industries, Inc. 
Modern Partitions, Inc. 


MAGNETIC CARDS 
Graham Magnetics 
Memorex Corp. 


MAGNETIC TAPES 
BASF Systems 
Kybe Corp. 
Memorex Corp. 


MAIL SCALES 
Pelouze Scale Co. 
Pennsylvania Scale Co. 


METRIC CONVERTERS 
Telex Communications, Inc. 


MICROFILM EQUIPMENT 
Bankers Box 
Bruning Div. 
Business Efficiency Aids, Inc. 
Canon USA, Inc. 
Cordell Engineering, Inc. 
Dimax Systems, Inc. 
Electro-Optical Mechanisms, Inc. 
Hirakawa Kogyosha Co., Ltd. 
Image Systems, Inc. 
Information Design, Inc. 
Intresco, Inc. 
Itek Graphic Products Div. 
Keyan Industries, Inc. 
Macbeth Color & Photometry Div. 
McBee Loose Leaf Binder Products 
Metagraphic Systems 
Micobra Corp. 
Micro-Data 
Micro Information Systems, Inc. 
Microfilm Products, Inc. 

Feb., 136; 


Microvision, Inc. 


3M Co. 
National Blank Book Co. 

May, 137; 
Northwest Microfilm, Inc. 
Packaging Industries, Inc. 
Ragen Precision Industries, Inc 
Realist, Inc. 
Ring King Visibles, Inc. 
Scott Graphics, Inc. 
SynerGraphics, Inc. 


NUMBERING MACHINES 
Bostitch Div. 
Stafford Stamp, Inc. 


OFFSET EQUIPMENT & SUPPLIES 
(Also see Duplicators, Offset) 
Davidson 
Cordell Engineering, Inc. 
Direct Image Corp. 

P. Goodkin Co. 
ideas Unlimited 
Leedal, Inc. 
Mullen Co. 
NuArc Co. 

Apr., 144; May, 142; 

Porta-Trace Div. 


Stromberg Datagraphix, Inc. Mar., 


PAPER CUTTERS 
Mich 'e FY wa hi Corp. May, 
PAPER DESTROYERS & SHREDDERS 
Alleghen Syst , Inc. June, 
Electric astebasket Corp. . —  % 
ay, 165; June, 

Industrial Shredder & Cutter Co. 

Apr., 157; May, 
Multi-Systems, Inc. .June, 
Security Engineered Machinery Co. May, 
Shredmaster Corp. .. ; an., 

Apr., 151; June, 








PAPER PUNCHES 
NSC International Corp. Apr., 


PAPERS, LETTERHEAD 
Gilbert Paper Co. 


PARTITIONS & SCREENS 
Armstrong Cork Co. 

L. E. Carpenter Co. 

Day Enterprises, Inc. 
Dexion, Inc. .. 
Hauserman, Inc. . 
Marlite a ag Systems 
Rose —} ; 
Structura Concegts Corp. 
Syma Structures, Inc. 


PAYROLL SERVICE 
Pay Fone Systems 


PENCIL SHARPENERS 
Berol Products Div. 


PENCILS 
Amsterdam Co. 
Pentel of America, Ltd. 


PENHOLDERS 
Mastercraft Pen Co. 


PENS, BALLPOINT 
Micropoint, Inc. 


PENS, POROUS-POINT 
Paper Mate Div., Gillette Co. 


PENS, MARKING 
Mastercraft Pen Co. Apr., 


PLANTS, ARTIFICIAL 
McDonald Products Corp. Mar., 


PROJECTORS & TRANSPARENCIES 
Dukane Corp. 

Gruber Products Co. Jan., 
Replica, Inc. May, 


RIBBONS, INKED 

Addressograph Multigraph Corp. Jan., 

Roytype Div., Litton Business Systems 
June, 


RUBBER BANDS 
Swingline, Inc. Feb., 


RUBBER STAMPS 
Lion Office Products, Inc. Apr., 


SAFES 
Diebold, Inc. Jan., 


SECURITY EQUIPMENT & SYSTEMS 

(Also see ID Systems, Locks, Safes) 

American District Telegraph Co. Apr., 
Astec Co. Mar.. 
Continental Instruments Corp. June, 
Detex Corp. Apr., 
Security World Books May, 
Veriprint Systems Corp. Feb., 


SHELVING 

Automated Storage Systems Div. Jan., 

Borroughs Div., Lear Siegler, Inc. Mar., 

Claridge Products & Equipment, ". 
fay, 

Lyon Metal Products, Inc. June, 

Merlin Mfg. Corp. Jan., 


SORTERS 
W. A. Charnstrom Co. Mar., 
EMF Corp. Feb., 


SOUND CONTROL 
Gates Acoustinet, Inc. May, 
Van San Corp. Mar., 


STAPLERS 
Bostitch Div. Jan., 192; May, 
Faber-Castell Corp. Jan., 188; Feb., 
Mar., 140; June, 
Rexel Office Products, Inc. 
Staplex Co. .Feb., 138; Mar., 


STORAGE CABINETS 
Victor Systems & Equipment Div. Apr., 


STOOLS 
Krueger Jan., 


ay 
150; June, 


142 


123 
141; 
124 


137 
145 
152 


185; 
135 


144 


148 


144 
136; 
143 


, 150 


146 


136 


185 


TABLES 
Hamilton Industries 


TAPES, SELF-ADHESIVE 
-O Corp 


TELEPHONE NES 
Ford Industries, Inc. .. 
National Silver Co. 

Pax, Ltd. 


TELEPHONE ANSWERERS 
Dictaphone Corp. 
Sperry Remington Div. 


TELEPHONE CALL cetera 
Gilbreath & Associates .... . on 


TELEPHONE MESSAGE REPEATER 
Dictaphone Corp. ; 


TELEPHONE oven 4 ~~ epee 
Alston Div., Conrac Corp. 

Better Responses, Inc. ’'Mar.. 
North American Philips ‘Corp. 


TELEPHONE CRT 
Plantronics, Inc. ........ ~~ - 


TELEPHONE CUTOFF 
Goodrich Products ‘ .Jan., 


TELEPHONE SCRAMBLER 
Technical Communications Corp. . .Jan., 


TELEPHONE SYSTEMS, INTERCONNECT 
TIE-Communications, Inc. Sukie ay, 
ne, 
United Business Communications, sine” 
eb., 


TELEPRINTERS 
Centronics Data peenane oom. .Apr., 
General Electric Co. .. « Oath, 


TEMPORARY HELP 
Dictaphone Office Services 


TIME RECORDERS 
Acroprint Time Recorder Co. 


TRAINING COURSES 

Cardinal Associates, Inc. 
Dictaphone Corp. 

Entelek, Inc. 

Mainstream International, Inc. 


TYPECLEANER 
Bud Div., Tessco, Inc. 


TYPE COMPOSING MACHINES 
Compugraphic Corp. Mar., 
Grafico Mar., 
Singer Graphic Systems Div. Apr., 
June, 


TYPEWRITER TYPE 
Camwil, Inc. Jan., 197; June, 
Mechanical Enterprises, Inc. May, 


TYPEWRITERS, ELECTRIC 

Royal Typewriter Co. .. June, 

TYPING CORRECTORS 

Berol Products Div. Mar 

Columbia Ribbon & Carbon Mfg. o., 
eb 


Eaton Allen Corp. May, 
Franklin Ribbon & Carbon Co. Feb., 
Litho-Art Products, Inc. Jan., 


WASTEBASKETS 
Rubbermaid Commercial Products, Inc. 


WATERCOOLERS 
Ebco Mfg. Co. .. 


WIRING COVERINGS 
E. F. Hauserman Co. 
Westinghouse Electric Corp. 


WORD PROCESSING —~ aatmeel 
Artec International Corp. ; 
Automatic Typing Institute 
Comptek Research, Inc. 
Index Systems, Inc. J 
International Business Machines Corp. 
Jan., 177; Apr., 
LCS Corp. Mar., 124; Apr., 138; June, 
Linolex Systems, Inc. ‘ Jan. 
Magnetic Data Systems, inc. Mar. 
Redactron Corp. os ae = June, 
Recordex Corp. set eb. 
Sperry Remington | Div. Ju 
Trendata : May. 130; —_— 
Vydec, Inc. ‘ , e, 
Wang Laboratories, Inc. 
Western Telematic, Inc. 


, 169 
, 141 


163 
169 


, 130 


183 


140 
106 


n., 202 
, 122 


122 
134 


ne, 128 


fos 

124 
127 
209 


Back issues of THE OFFICE are available on microfilm (also as hard 
copies) from University Microfilms, Ann Arbor, Mich. 48106 
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ELEGANT 
and 
EFFICIENT! 


Courier 101" 


MAIL DISTRIBUTING 
CART 


Elegance to please any top executive ..efficiency to please 
the budget-minded manager. The Courier “101” Mail Dis 
tributing Cart provides fast, accurete mai! handling in any 
office. Holds up to 100 legal size hanging file folders in 
upper compartment pius two large heavy steel lower com 
partments for package handling and mail pickup Attractive 
and durable walnut grain vinyl clad end panels. Warm beige 
baked enamel side panels and compartments 

o Won sagging stainiess stee! folder rails © 4° non marking 
casters — 2 fixed, 2 swivel « Deluxe 4" carpet casters op 
tienal + Locking top available for greater security « 
Welds 100 legal size file folders « Greater capacity, easier 
handling 


“a FREE su" 
W. A. CHARNSTROM COMPANY 


8127 Pleasant Ave. So. Minneapolis, Minn. 55420 











QUICK-SET ELECTRIC 
NUMBERING MACHINE 


___ Circle Reader Service Card No. 508 


The Ajax Electric Quick-Set Numbering 
Machine can quickly be set from one 
combination of figures (or letters) to 
an entirely different one by outside 
levers. Fast, neat and accurate for 
numbering all types of forms, folders, 
cards, etc. Custom built to your speci- 


AJAX 
BUSINESS 
MACHINES 


F nview 


A 
y 
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COTTERMAN TUBULAR 
WELDED STEEL SAFETY LADDERS 
For Filing Rooms 
Stock Rooms, Vaults 
Strong—Easy to Move 


ladder to roll freely when no 
one is on it. When you step 
on ladder, rubber cushioned 
js 2 rest on floor and prevent 
rolling. La | in 16 heights— 
4 widths. Send for Catalog 
721-S and prices 


1. D. COTTERMAN CO. 
1947 Selmarten Road 
Asrora, tlinols 60505 

(312) 851-4500 


Circle Reader Service Card No. 510 


FINEST d 
Beautygrave a 


ionery 
Stati =* Pr 


Dewherey ENGRAVING CO 





Circle Reader Service Card No. 511 
172 


ADVERTISERS 





Acco International, Inc. 57 
Adanlock-Jamestown Corp. 46 
Ajax Business Machines 172 
American Telephone & Telegraph Co. 38, 39 
American Thermoplastic Co. 132 
Arrow Fastener Co. 150 
Aurora Steel Products 120 


BASF Systems, Inc. 43 
Basic-Four Corp. : 41 
Bates Mfg. Co. 

Baumgarten’s Exclusive Imports 

Bentson Industries, Inc. 

Bostitch Office Products 73 
Bud Div., Tessco, Inc. 89 
Bunn Co., B. H. 50 
Business Efficiency Aids, Inc. 44 
Buyers Laboratory, Inc. 158 


Casio, Inc. Outer Back Cover 
Charnstrom Co., W. A. 172 
Chicopee Mills, Inc. 143 
Cincinnati Time Recorder Co. 92 
Columbia Ribbon & Carbon Mfg. Co. 121 
Communication Controls Corp. 155 
Compu-Binder, Inc. 144 
Compugraphic Corp. 15 
Corde Locking Systems 92 
Corrugated Packaging Warehouse 162 
Cotterman Co., |. D. 172 
CPT Corp. 110 
Cummins-Allison Corp. 145 
Curtis 1000, Inc. 109 
Curtis-Young Corp. 148 


Datastrip Corp. 160 
Delco Associates, Inc. 

Dennison Mfg. Co. 107 
Devoke Co. 160 
Dewberry Engraving Co 

Dick Co., A. B. 

Dictaphone Corp. (Dot Services) 

Dictaphone Corp. (Thought Tank) 

Dictran International Corp. 12 
Digital Equipment Corp. 69 
Dresser Products, Inc. 

Dukane Corp. 44 
DuPont Co. 119 


Eastern Co., Frank 142 


Eastman Kodak Co. (Customer Service) 159 


Eastman Kodak Co. 
(Business Systems Markets Div.) 


Electric Wastebasket Corp. (Destroyit) 


Electric Wastebasket Corp. 
(Retention Timetabie) 

Enor Corp. 

Esleeck Mfg. Co. 

Evans Specialty Co. 


Facit-Addo, Inc. . 
Ferno-Washington, Inc. 


Fillers For Publications 


GAF Corporation 

Gates Acoustinet, Inc. 
General Binding Corp. 
Gestetner Corp. (Collator) 
Gestetner Corp. (Duplicator) 
GFN Copying Products, Inc. 
Graham Magnetics 

Graphic Systems 

Groveton Papers Co. 


Gruber Products Co. 


Hammermill Paper Co. 
Heugatile Corp. 
Hewlett-Packard Co. 
Heyer, Inc. 


Honeywell Information Systems 


Industrial Shredder & Cutter Co. 
In-Plant Printing Management Assn. 


Itek Corp. 


Jefsteel Business Equipment Corp. 


Jensen Engineering, Inc. 


Kelly Services 
Krueger 


Kybe Corp. 


Labelon Corp. 
Laminex, Inc. 
Lassco Products, Inc. 
Lee Co., H. D. 

Lee Products Co. 


Magnetic Aids, Inc. 

Martin Yale Business Machines 
Mead Paper . 

Meilink Steel Safe Co. 


THE OFFICE, June 


47 
28 


. 46, 161 
161 


135 
155 


101 


54 





OFFSET EQUIPMENT 
319. Professional platemaking equipment is 
easy to operate. Just plug in the VLT light 
table and the Rapid Printer platemaker 
makes paper, plastic or metal plates in sec- 
onds. NuArc. 


OPTICAL SCANNER 
301. OCR system combines a reader and 
simple programer with document process- 
ing. Speeds computer reports and has edit- 
ing capability. Comes with numerous out- 
put operations, on-line or local operation 
capabilities. Optical Scanning 


PAPER SHREDDERS 
430. Confidential reports and correspondence 
can be shredded and destroyed in seconds 
The Intimus 406 and 444 come with 16” and 
1715” throat to handle 30 to 50 crumpled or 
flat sheets simultaneously on a continuous 
flow basis. Datatech. 


PENCIL SHARPENER 
416. Precision pencil sharpener sits on desk 
ready for use. Comes in various styles with 
optional replacement blades. Baumgarten’'s. 


PROFESSIONAL ACCREDITATION 
324. Administrative managers can achieve 
certific. .on of their business experience, 
job qualifications and character. Learn about 
this program from Administrative Manage- 
ment Society. 


SECURITY SYSTEM 
317. Electronic security system protects your 
plant and office every moment of the day 
and night. Rusco. 


TELEPHONE ANSWERERS 


441. Own your own answering service or 


lease it to avoid receiving garbled messages, 
or missing phone calls. Ansafone operates 
seven days a week, 24 hours a day. Dicta- 
phone. 


TEMPORARY PERSONNEL 
352. In an emergency, for peak periods, for 
predictable needs or immediate experienced 
help. Technical, medical, marketing, indus- 
trial, EDP or office help is available from 
Staff Builders. 


412. Flight 485 is a service utilizing the ex- 
pertise, personality and public contact train- 
ing of current and former airline steward- 
esses and similar personnel to the needs of 
business in the areas of sales and market- 
ing. Also available: typists, clerks and other 
office workers from OTI Services. 


428. Custom-matched temporary he!p results 
from a specially designed profile of your 
company covering office procedures, en- 
vironment and equipment. Olsten. 


408. Need help on a temporary basis for re- 
placing permanent employees or reducing 
personnel overhead? It’s available from Em- 
ployers Overload. 


310. Whether you require male or female 
help, thousands of carefully screened em- 
pioyees in the areas you need most: book- 
keepers, sales, clerks and typists are avail- 
able from Partime. 


404. Professional office workers with a back- 
log of experience are available on a tempo- 
rary basis with 48-hour performance four- 
hour replacement guarantees, and special 
repeat performer service. Mature Temps. 


343. Diversified skilled help for every type 
of temporary job from driving trucks to 
answering phones or typing is available 
from Manpower. 


TIME RECORDERS 
411. Eliminate guesswork with accurate job- 
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cost time records. Quality recorder keeps 
indisputable attendance records for large or 
small offices. Acroprint. 


442. Heavy-duty, low-cost precise time re- 
corder with automatic trip for office or in- 
dustrial plant, or for improving restaurant 
and institutional feeding services by time- 
applications in food preparation. Rapidprint. 


405. If tardiness, absenteeism and sagging 
productivity are part of your problems, 
switch to a new concept in work-time man- 
agement. Replace rigid time schedules with 
flexible hours arrangement. Boost employee 
morale and make the most of each worker’s 
efficiency. Flextime. 


406. Fully automatic recorder with fast 
computation feature. The flexible 8800 is a 
consecutive-spacing recorder that can be 
equipped to print on your choice of regis- 
tration. Latham. 


401. The modern Stromberg 360 increases ef- 
ficiency wherever accurate job or time rec- 
ords are necessary. Stamps incoming mail, 
records arrival and departure times. Mite. 


434. Automatic attendance recorder also 
controls audible signals to indicate starting 
and stopping time for rest periods and lunch 
schedules. Widmer. 


TYPEWRITERS 
345. Streamlined, custom-look executive 
electric typewriters offer a different concept 
in standard design. Deepset keyboard has 
leatherette inlay. A dome over the keys 
keeps dust out and noise in. Hermes. 


TYPING CORRECTORS 
422. Lift-Off 71 permits typists using IBM 
Selectric, without correcting device, to lift 
off incorrect copy instead of using opaques 
Eaton Allen. 


VISUAL AIDS 
329. The Ektagraphic RA-960 projector is 
one of the visual display systems providing 
random access to any slide, in any sequence, 
in seconds. Available with numerous control 
options. Mast Development. 


WORD PROCESSING EQUIPMENT 
332. A dictation cassette system that helps 
organize people. Each individual cassette fits 
neatly into its own slot. Readily categorized, 
in optional album, each cassette holds 60 
minutes of dictation. Memorex. 


353. Instant review and correction at the 
flick of your thumb is provided by the Doro 
701. Lightweight, portable dictating unit uses 
standard compact cassettes. Dictran. 


407. JE Quiet-Line desk has built-in sound 
reduction typewriter enclosure. In right or 
left-handed models, it has pull-out writing 
board and storage space for stationery, 
tapes and cards. Jensen. 


304. Action Office furnishings, screens and 
partitions cut the noise of business ma- 
chines. Modular designs solve noise and 
traffic problems; improve personnel morale 
and esthetics in your office. Herman Miller. 


306. Versatile office modules provide privacy, 
innovative desk arrangements and fingertip 
files. Colorfully designed, flexible work sta- 
tions. Modern. 


322. Flexible free-standing panels available 
in a wide range of surface coverings: 
carpeting, plastic, woodgrain laminate and 
enameled colors by Adanlock-Jamestown. 


330. Magnetic-strip paper cards work like 
magnetic cards in automatic typing systems 
but cost less. Redactron. 


Precision Indi- 
cator provides 
accurate cuts. 


Cuts 1to 50 Sheets 
in 1 Easy Stroke 


Blade is ter 

— vi 

angie to - 

mit multiple The 

sheet cutting | All Purpose 

Cutter 

From Martin Yale 

Cuts paper, carbon 

paper, cardboard, 

rubber, metal foil, 

fabrics and many other 

= Dewn materials. Lifetime all 
mp built - 

into Safety steel construction. 

Moderately priced. 


Guard assures 
cuts. Send for free literature. 


clean square 
Martin Yale 
Business Machines 


500 N. Spaulding Ave., Chicago, Ill. 60624 
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P-247 FLASHe DEICER 
Instant, Non-skid Ice Melter 
400-lb drum at 22¢/Ib. 

100-Ib. drum at 24¢/Ib. } 














13277 Union Avenue 


Cleveland, Ohio 44120/(216) 283-0300 
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ELEGANT 
and 
EFFICIENT! 


Courier 101" 
MAIL DISTRIBUTING 
CART 


Elegance to please any top executive ..efficiency to please 
the budget-minded manager. The Courier “101” Mail Dis 
tributing Cart provides fast, accurate mail handling in any 
office. Holds up to 100 legal size hanging file folders in 
upper compartment plus two large heavy steel lower com 
partments for package handling and mail pickup. Attractive 
and duratie wainut grain vinyl clad end panels. Warm beige 
baked enamel side panels and compartments 

© Non-sagging stainies steel folder rails © 4” non-marking 
casters — 2 fixed, 2s © Deluxe 4” carpet casters op 
tional © Locking top available for greater security « 
Holds 100 legal size file folders « Greater capacity, easier 
handling 


wor FREE ssccox” 
W. A. CHARNSTROM COMPANY 


8127 Pleasant Ave. So, Minneapolis, Minn. 55420 
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Confidential 


Business plans, computer data 
cancelled checks and personnel records 
should be kept confidential. Best way 
to do it is shredding these papers into 
unreadable strips 

Industrial Shredder makes the world's 
most complete line of paper shredding 
machines. Choose from 12 models 


Write for our full-line catalog iS 


Semiannual Index 
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Crond-B Y Copyholder 


Pays for “ h in no time! 


| Sturdy all-metal construction . Lasts a life- 
| time . Tilts to any angle . Patented grippers 
| hold copy securely . Rubber feet prevent 
| creeping . Folds flat — stores in desk . Line 
| indicator operates right or left, horizontal or 
| vertical . Two sizes: reg. 9” w X 12” h: legal 
| 9” w X 16” h. 


Cason) CURTIS-YOUNG 


CORPORATION 


550 Haddonfield Rd. 
ee N.J. 0810 e 609/665-6650 


° 
197% CHRISTMAS O Baan mi 
ay ; + 


fete) 


00000000000: 


Writing 
Easier 


SAUNDERS HOLDERS 
ARE THE ANSWER 





Our Style A (at top) works well with any type 
of form. Designed with end opening and storage 
space in the bottom. Hinged writing plate has 
hard surface to assure good copies; serves as 
protective cover. Stocked in all standard sizes; 
made in any special size. Send for catalog. 


AUNDERS mre.co., inc. 


BOX 243, WINTHROP, MAINE 04364 
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